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CHAPTER 3. 05

TYPES OF APPO NTMENTS
MEMBERSHI P I N THE C VIL SERVI CE

Subchapter 1 Types of Appointnents

814-3.05-1 G vil Service Appoi nt ment
814- 3. 05-2 Non- G vil Service Appoi nt nent

Subchapter 2 Initial Probation Period

814- 3. 05-3 Initial Probation Period

Subchapter 3 Membership in the Civil Service

8§14-3. 05-4 Menmbership in the civil service

H storical Note: Chapter 14-3.05, is based
substantially on Chapter 14-3.04, Hawaii Adm nistrative
Rules. [Eff. 6/11/92; R April 01, 2002]

SUBCHAPTER 1
TYPES OF APPO NTMENTS
814-3.05-1 CGvil service appointnent. (a) An

enpl oyee is granted a civil service appoi ntnent when the
appointnent is the result of civil service recruitnent
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procedures.

(b) Acivil service appointnment may be nade to a
tenporary or permanent position in the civil service or
permanent civil service position being filled on a
tenporary basis, notw thstanding that the position may
be tenporarily or permanently exenpt fromthe civi
service classification system

(c) The appointing authority shall inform al
applicants referred under civil service recruitnent
procedures if the appointnment has a limtation date or
if the position is tenporarily or permanently exenpted
fromthe civil service classification system
[Eff. April 01, 2002] (Auth: HRS 88 26-5, 76-16, SLH
2000, Act 253) (Inmp: HRS 88 26-5, 76-13, 76-16, 76-27,
SLH 2000, Act 253)

814-3.05-2 Non-civil service appointnent. (a)
The appointing authority may make a non-civil service
appoi ntment of not nore than ei ghty-nine consecutive
cal endar days or of |less than twenty hours a week for
thirty-seven consecutive weeks in order to neet
i mredi at e operati onal needs, provided:

(1) The appointing authority certifies that
the enpl oyee will performduties
characteristic of the class; and

(2) The enpl oyee has not received a non-
civil service appointnent in the sane
cl ass of work and departnment within the
| ast three nonths, unless this
restriction is waived by the director or
the director’s authorized desi gnee.

(b) A non-civil service appoi nt ment nmade under
subsection (a) may be extended for a specific period
wi thout a break in service under the follow ng
condi ti ons:

(1) The director or the director’s
aut hori zed desi gnee determ nes that the
peri od of extension makes it
inpracticable to fill the position by
civil service recruitnent procedures and
allow for conpletion of an initial
probation period; and

(2) There are no interested and avail abl e
eligibles on an appropriate eligible
list to fill the vacancy or the
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appointing authority is unable to nake
a selection froman appropriate
eligible |ist.

(c) Wen the director or the director’s
aut hori zed desi gnee determ nes that a position can be
filled by civil service recruitnent procedures, an
enpl oyee serving a non-civil service appointnment in the
position nmay be extended wi thout a break in service
until the void date of the first certificate of
eligibles for the position, unless this period is
extended by the director or the director’s authorized
desi gnee.

(d) Wen there is an anticipated need for
tenporary services beyond ei ghty-nine cal endar days or
| ess than twenty hours a week for thirty seven weeks,

t he appointing authority may nmake a non-civil service
appoi ntment for the specific period necessary to
conpl ete the work under the follow ng conditions:

(1) The director or the director’s
aut hori zed desi gnee determnes that it
is inpracticable to fill the position by
civil service recruitnent procedures and
allow for conpletion of an initial
probation peri od;

(2) There are no interested and avail abl e
eligibles on an appropriate eligible
list to fill the vacancy or the
appointing authority is unable to nake a
sel ection froman appropriate eligible
list;

(3) The enployee has not received a non-
civil service appointnment in the same
cl ass of work and departnment within the
| ast three nonths, unless this
restriction is waived by the director or
the director’s authorized desi gnee; and

(4) The appointing authority certifies that
the enpl oyee will performduties
characteristic of the class.

(e) A non-civil service appointnment may be nade
wi thout regard to the m ninmum qualification
requi renents of the position, except that the enployee
must neet the public enpl oynent requirenents under
section 78-1, HRS, and possess the necessary
occupational |icense, certification, or registration
required by statute or regul ation.

(f) Service acquired in a non-civil service
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appoi ntment shall not be credited towards neeting the
requirenents of an initial probation period.

[Eff. April 01, 2002] (Auth: HRS 8826-5, 76-17, SLH
2000, Act 253) (Inp: HRS 88 26-5, 76-27, SLH 2000, Act
253)

SUBCHAPTER 2
I NI TI AL PROBATI ON PERI OD

814-3.05-3 | nitial probation period. (a) The
initial probation period shall be utilized as part of
t he exam nation process to determ ne the enpl oyee’s
fitness and ability for enploynent in the position and
the civil service.

(b) An enployee who is granted a civil service
appoi nt ment nust serve an initial probation period when
t he period of enploynment exceeds the initial probation
period for the position.

(c) An enployee nust neet the perfornmance
requi renents of the position as neasured by a fornal
performance appraisal in order to successfully conplete
the initial probation period.

(d) The initial probation period shall be for a
peri od of six nonths provided the director or the
director’s authorized desi gnee may establish a | onger
initial probation period for a class of work when a
| onger period is needed to adequately train and
eval uate the enpl oyee.

(e) Upon witten notification to the enpl oyee and
before the expiration of the initial probation period,

t he appointing authority may extend the initial
probation period for any of the follow ng reasons:

(1) Further evaluation of the enployee's
ability to successfully performthe
duties of the position is required,
provi ded the extension shall not exceed
si X nont hs;

(2) The enpl oyee’s absence affect the
appoi nting authority' s ability to
eval uate the enpl oyee’ s performance,
provi ded the extension shall not exceed
t he period of absence or conbi ned
peri ods of absences; or
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(3) A final determ nation of the enployee’s
suitability for enpl oynment has not been
made, provided the extension shall not
exceed six nonths.

(f) The period of tenporary service in a civi
servi ce appoi ntnment may be credited towards fulfilling
the initial probation period for the sane or rel ated
position in the class of work and departnment and the
enpl oyee shall serve only the renai nder of the probation
period, if any, provided:

(1) The period of tenporary service
i medi at el y preceded the new appoi nt nent
to the same or related position; and

(2) The appointing authority certifies that
t he enpl oyee was perform ng
satisfactorily and the enpl oyee’s duties
are essentially simlar to the duties to
be performed during the initia
probation period for the sane or rel ated
position. [Eff. April 01, 2002] (Auth:
HRS 88 26-5, 76-17, 76-27, SLH 2000, Act
253) (Il nmp: HRS 8§ 26-5, 76-27, SLH 2000,
Act 253)

SUBCHAPTER 3
MEMBERSHI P I N THE C VIL SERVI CE

814-3.05-4 Menbership in the civil service. (a)
An enpl oyee serving a civil service appoi ntnent
acqui res nmenbership in the civil service upon
successful conpletion of the initial probation period
or as provided by statute.

(b) An enpl oyee shall remain a nenber of the
civil service for the duration of the nenber’s
appoi nt ment provi ded the enpl oyee denonstrates
appropriate conduct and continued productive
performance as neasured by formal perfornmance
appr ai sal s.

(c) A nenber whose appointnent has a limtation
date is not entitled to layoff rights and wll be
rel eased at the end of the enpl oyee's appoi ntment or
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earlier for good reason. [Eff. April 01, 2002] (Auth:
HRS §§ 26-5, 76-17, 76-27, SLH 2000, Act 253) (Inp: HRS
88 26-5, 76-27, SLH 2000, Act 253)
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